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Training M odule 1
Getting to Know the Job

Task 1-1 Going into Training

Long: My name is Long, Flying Long. 1 have just been employed by Baiyang
Minilake Footware Co. , Ltd. and got registered yesterday. The offered post is foreign trade
business clerk. It satisfies me very much, for I majored in international trade when I was in
Tianjin Costal Professional College, and I'm desirous to be an FTBC. To take advantage of
business trip abroad, I would probably visit exotic places, historic sites and beautiful scenery,
meet and associate with friends all over the world.... What a fascinating post!

This is the first day for me to come to work. It's only 7:30, 30 minutes before our busi-
ness time. My office is over there. Oh, Mr. Ocean White, my supervisor to be, has already
been in the office, sitting in his chair.

Long: Good morning, Mr. White!

White: Good morning, Xiao Long.

Long: I thought I came to work too early, and didn’t expect you had come earlier.

White: Neither did 1.

Long: (Smiles) Mr. White, I'm honorable to be your apprentice and work under your guid-
ance. Ms. Willow, the head of the manager’s office, told me that you had already arranged the
training courses for my apprenticeship and I was wondering what the courses are.

White: Indeed 1 have been considering how to arrange your training courses and they
have not been finalized yet. And I don’t think it is advisable for you to wait. How about
starting with getting to know your job today?

Long: Absolutely. I'm at your disposal.

White: Before beginning to deal with foreign trade business, I think you should know

something about your job, for example, the duties an FTBC should take, the requirements
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for your work, and so on. And then, I'll try to fix your training courses with you. How do
you think of it?

Long: It is very thoughtful of you. I'll completely obey your arrangements and do
whatever you ask me.

White: Keep in mind that no man is his craft’s master the first day. What you need to
know as an FTBC is much more than I can offer you. My help to you might be only a few
tips...

Long: You are too modest, Mr. White. 1 have been told that you are knowledgeable
with abundant foreign trade experience and well known in the business world. May I say
that your modesty makes me somewhat uneasy?

White: Take it easy. I was not modest. It is indeed the fact that there is a gap between what
you want to learn from me and what I'm able to teach you, for the world has been changing
quickly during the last few decades. Take E-commerce as an example, I believe you know and
can do more than I. There is no doubt indigo blue is extracted from the indigo plant but is
bluer than the plant it comes from.

Long: What you said sounds right and it's difficult for me to convince you. I appreciate
your kindness and encouragement. But I still feel you are over modest. I'm your apprentice
after all.

White: So what? Every one is equal as man. 1'd like to treat people as my brother or
sister irrespective of their ages, positions, nationalities..., etc. . The apprentice makes no
difference.

Long: I seem to understand a little. The way you showed is not modesty. Precisely it is
hu, hu,... humility. Is it right?

White: 1 hope it’s right. Humility, which has reformed my character, is the common
sense of English world. Pay attention to the matter when dealing with foreign partners espe
cially from English countries.

I'm pleased to hear the word humility from you and I believe you are a follower of
it. And I hope you will be a skillful foreign trade man sooner. It’s a wonderful day when the
Minilake will not be large and deep enough for the dragon’s growing...

Long (puzzled) : Dragon?

White: Yes, Long, Flying Long!

Long (Smiles understandingly) : The Minilake has become the great ocean for me because
of you!

White: OK, let’s have a break, and then we’ll start your training...

Long: I'm eager to know my job!

Task 1-2 Having a View of Foreign Trade Business

Long: After having taken a rest for a little while, I come back and sit down in my chair
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opposite to my supervisor. Mr. White is reading something.

You are fond of reading, aren’t you, Mr. White?

White: I'm reading a book called INTERNATIONAL E-COMMERCE, written by Luis
Murillo, a professor of McLaren School of Business, University of San Francisco. As the old saying
goes, it is never too late to learn. E-commerce is a new pattern of operation, and some have even
called it a commercial revolution. I have to try to catch up with you young people, to know elec-
tronic business as much as you.

Now, it’s time for us to get down to our business. To know your job, let’s have a view of
foreign trade business, so that you can get familiar with the whole business step by step and
the interrelations between correlative steps. Would you please briefly summarize the foreign
trade transaction process?

Long: I'll try. From what I remember, the overall process consists of the following
consecutive steps:

1. Market research;

Looking for foreign suppliers or buyers;
Negotiating with foreign partners;

Signing the contract if having stricken a deal;

iR w1

Applying for license to governmental authority;

6. Delivery and payment. This also includes effecting transport insurance, applying for
commodity inspection, clearing customs, etc. ; And if necessary, there is another step.

7. Claim and settlement.

White: That much is true, you learned very well. May you tell me how to do market

research concretely? Say, we want to export our shoes, how do you do that?

Long: First, design a questionnaire to inquire foreign consumers’ personal informa-
tion, preferable styles, acceptable prices, etc. Then send out the questionnaires by email or
personally; thirdly, collect them, summarize and analyze the investigation results. At last,
draw up and submit a research report.

White: Practically market research has become a highly specialized trade. The work we do
at most, as a trade clerk, is to collect market information, from say Internet, publications, trade fairs,
etc. Moreover, in today’s global economy, the manufacture is planned and arranged almost
by multinational companies. We are at the low end of international supply chains. Most of
our exporting products are made according to direct orders from abroad instead of market
research. It is better that the first ssep MARKET RESEARCH be replaced with PREPARA-
TIONS, which contain getting some market information and other work.

Besides,there is much foreign trade business dealt with not by ourselves. For credit
investigation, litigation, collecting receivable and dun stagnant debts and bad debts, spe-
cialized companies can supply valuable and professional service. We should concentrate our

business on commerce.

3
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Long: And leave the business arising from commerce to relative service providers? Is it
the duty of an FTBC to discuss for import and export contracts?

White: The duty varies with different companies. 1'll tell you more about this in the
afternoon. But anyway, discussing contracts is the fundamental duty of a foreign trade clerk
no mater what corporation one works for. Making deals and fulfilling the contracts are the
key business for a firm, especially a trading one. A company runs in vain without contracts,
so the clerk’s work is vital to an enterprise. Because you have taken the most important post
in our corporation, your duty is heavy. Of course, more reward you will get.

Long: Both favorable and unfavorable, of course?

White: What an intelligent fellow!
Task 1-3 Duties of a Foreign Trade Business Clerk

Long: I'm pleased to know my post is very important and feel somewhat nervous. Being
anxious to know my duties exactly, I come to work early and look forward to my supervisor’s

descriptions and explanations.
White: Would you please tell me the fundamental business of a foreign trade clerk?

Long: To negotiate contracts for striking deals. What about the other foreign trade

business?

White: Generally speaking, the smaller a firm, the heavier the duty of a trade clerk. I
retired from a large state owned import and export corporation which has an elaborate divi-
sion of labor. There are mainly 4 posts related directly to the foreign trade business.
They are:

1. Documentary clerk: The one on this post takes charge of making shipping docu-
ments. This is a technical post, and a senior salesman is usually qualified for the post, for
making documents involves much knowledge of foreign trade business and needs one’s good
command of English.

2. Purchase assistant: The post is called assistant, because it can be regarded as an assis-
tant of the foreign trade clerk. Taking this post, one is responsible to purchase, take delivery
of, and inspect the products to be exported in accordance with the requirements given by the
FTC so that the export contract will be fulfilled duly.

3. Shipping assistant: Exporting products as a main procedure of fulfilling contracts is
largely the duty of shipping assistant, including booking space, arranging domestic trans-
port, effecting insurance, payment or collecting payment, inspection application, Customs
clearance and applying for licenses, as well as all the formalities enforced by the government
authorities. Of course, the FTC must put forward shipping requirements to the SA accord-
ing to the contract or foreign partner’s requests, and is responsible to coordinate closely with

the foreign customers for the shipping process.
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4. Foreign trade clerk: His daily work is to deal with correspondences, initiate to write to
foreign customers or reply to their letters, faxes, emails for discussing new contracts or exchanging
information on commercial business and fulfilling the signed contracts.

Working in this kind of corporation, the FTC’ duty is comparatively light. Because he
needn’t collect market information, seek new customers, or calculate export price based on
cost and profit. All he should do is simply to offer, counteroffer, sign contract, and do those
in the shipping process mentioned above.

Long: In such corporations, the duty of the FTC is confined to a small limitation, one

can unlikely get overall training.

White: You are right. While if you want to be able to do more, in other words, to be a
senior FTC, you must also be capable for the following business:

l. To make documents: The senior FTC needn’t make shipping documents
though, he must be able to check them to make sure that the made-out documents are in
conformity with the contract and/ or with the relative L/C. For the purpose, he should
be able to supply guidance for documentary business and resolve problems arising from
document discrepancy.

2. To expand business: To expand business to new products, new costumers, or new
markets, one should have good access to information and negotiation skills, including face-
to-face negotiation skills. It means that he should be good at electronic business and partic-
ipating trade fairs for exhibition and negotiation.

3. To resolve dispute with his counterparties arising from contractual negotiation and
execution. It means he must be good at finding out where the problem is, what the liabil-
ities are, a right way out and finally, making conciliation to the satisfaction of both parties.

In a large company, not everyone has the opportunity to become a senior FTC even if you
are competent enough. For the SENIOR not only means ability but a wide range of experience
accumulation as well. 'While in our corporation, all the foreign business needs to be handled by
you. The documentary work and shipping assistant’s work would be outsourced to the serv -
ice providers, say, bankers, freight forwarding corporations though, you are responsible to
make arrangements for this business. As a matter of fact, all the opportunities in foreign
trade business are open for you as an FTBC in our corporation, the only thing remained is if
you will grab them.

Long: I'll try my best. 1 wonder if you could tell me something about the require-
ments for my post and how I should do then.

White: Certainly. It's time for lunch now. Shall we continue in the afternoon?

Long: See you in the afternoon then!

White: See you!
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foreign trade business. Take FTC as an example, it is regarded as the “head of the dragon”, from
which you might understand the importance of the post of both FTC and FTBC completely. A
corporation will not work without contract concluded with the efforts of the trade clerk, just as
a dragon will not live without the head.

Long: You made me realize why my post is most important in our corporation. And
the importance puts stricter requirements on me, I presume?

White: Naturally! Besides business knowledge, the requirements for you as an FTBC
mainly include the following aspects.

1. Common sense: There is a saying in the western world, knowledge without common
sense is folly! I think it’s difficult to translate it exactly into Chinese. In my view, common
sense means common values and common norms to some degree. In the commercial world,
common values might be freedom of signing contract, i. e. the contract should be based on
equality, mutual benefits and agreements. While common norms are the operating standards
which must be strictly observed by the trade men in their business. This is, I think, the com-
mercial civilization. There would be no good faith between the trade partners, no supply chain
in commercial operation without common sense. To put it in a simple way, for example, one
should never take advantage of his counterparts’ clerical mistakes in correspondences, shipping
documents, etc. .

2. Good manner: Always show your honesty, kindness, consideration and accommodat-
ing manners to your trade partners, your service providers, as well as your colleagues. This is
the necessary quality for a successful business man, because it is helpful to cooperate in ful-
filling your duty and expanding your business.

3. Working by heart: You are a college graduate. 1 suppose your college authority emphasizes
operation much more than theory. Operation without the guidance of theory is blind, and
will make your management in vain, even result in failure. To know how to work is not good
enough. Learning to know how to work well is my second advice to you. Just think of how
it would be, if you know the negotiating process very well and always seem busy in collecting
information, offering, counter offering... but unable to strike a deal? So one should work by
heart, to accumulate working experience and get keen market insight, communication skills,
and so on.

4. E-commerce ability: Foreign trade today is conducted wholly or partly electronically
in the E-era. Therefore, you have to be skilled to use the Internet to set up web-based office,
collect information, communicate with your counterparts and service providers, and to oper-
ate office software.

5. Good command of English: With the popularization of Internet and the develop -
ment of globalization, communication between countries and world citizens has been becom-
ing more and more necessary and frequent. As U.S. president Obama’s wife Michel said, “if
you have an Internet connection in your home, school, or library, within seconds you can be trans-

ported anywhere in the world and meet people on every continent. ” “And that’s really the
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power of technology—how it can open up the entire world and expose us to the ideas and
innovations we never could have imagined. ” And English is the most popular language of
communication all over the world. The traditional international trade is mostly carried out
by means of English though, the FTC and FTBC must have a better command of English in
listening, speaking, reading and writing to meet the requirements of commerce in the E-era.

(1) Speed-reading: English correspondence is an important means of communication,
this is one of the skills you must master during your apprenticeship. But that’s not enough,
for we have to face the challenge of E-commerce. Not only must you read a few letters, faxes,
mails, you have to browse the Internet to collect commercial information, especially that in
English. Facing the massive information, you must have speed-reading ability—read quickly
and get the main message you need.

(2) Immediate response: One of the advantages of E-commerce is speed, hence rapid res-
ponse is required. You may reply to a letter in a few days, but the reply to e-mail or an online
inquiry in two days will be considered illogical and unreasonable, even ruin the business. You
will be unable to make quick response without good command of English. Not only must you
reply letters, faxes, e-mails, but you have to respond to information from Internet, compose
and issue your mar-keting information online.

(3) Online communication:Online communication is mainly conducted by means of
keyboard and oral English. Traditionally, oral English is only used in face-to-face negotia-
tions for large transactions, in trade fairs and exhibitions. While, the fair or exhibition can
be held and have already been held online 365X 24 hours a year and a lot of small and medi-
umsized enterprises, even individuals have engaged in cross-border E-commerce on the net,
online or instant communication calls for your good oral English as a trade clerk, or an indi-
vidual buyer or seller.

And so, to improve your oral English skill, I have been speaking with you in English
instead of Mandarin since you entered our corporation.

Long: I beg your pardon...

White: (More slowly and clearly) Instead of Mandarin. There is only one kind of
Chinese in writing, while there are many kinds of Chinese in speaking. Two of the spoken
Chinese well known abroad are “J” Z:i#%”, Cantonese and “3i# #5”, Mandarin, which comes
from “WEEIE".

Long: I see.

White: It’s well known that the English most of the students learn in China is called

the dumb one. My third advice to you is to try to speak English whenever and wherever pos-
sible.

Long: I'll try.

White: Constant effort brings success, you know.
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Task 1-5 Setting up Training Courses for the Apprentice

Long: Having my worries dismissed by my supervisor’s kind words—constant effort
brings success, I feel much more confident. At this very moment, I'm eager to know what
courses my supervisor will arrange for me at last and what particular work he will hand me to
do next.

Mr. White, I wonder if you think it's time now to fix my training courses?

White: Exactly, let me show it to you now. During your apprenticeship, you are asked
to do the work and at the same time take the training courses as follows:

Preparing for foreign trade;

Seeking potential business partners;

Establishing business relationships;

Entering into sales contracts;

Signing a sales contract;

Fulfilling a contract;

Resolving disputes arising from foreign trade processes;

Cross-border E-commerce;

Internet marketing.

Is there any problem? (Pause) You don’t agree?

Long: (Surprised) What? Oh, yes, I certainly agree.

White: You looked...worried for a moment.

Long: I was thinking if I would get a good grasp of all the contents you'll teach me. 1
mean | haven’t taken any course for CBEC and Internet Marketing in my college...

White: Working is also a kind of learning. Well, now I'd like to point out that your
training courses are based on our daily work. In this way your learning will benefit from
operating. It means that while taking training courses, you need do and complete the work
which comes from our corporation’s export business as required.

Long: By whom will I be required?

White: Of course by me, your supervisor. I'll tell you how to do concretely when assign
you a task. If there is anything you are not sure or in doubt, please tell me without hesita-
tion. We will discuss together and cooperate to complete the work of our corporation’s for-
eign trade.

Long: Alright. How long will this period take?

White: The general manager told me it’s one year...

Long: May it be extended longer? I mean one year is not long enough for me to master
so many operating skills you mentioned above.

White: While from my view, one year is too long for both you and me.
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English Communications On Foreign Trade

Our Corporation is a manufacturer. Having been exporting footwear for many years
through foreign trade enterprises, it wants to sell the products to foreign market directly
now. For that purpose, the export department has been set up and I've been employed to
take care of the department no sooner than I retired from the state owned company. To tell
you the truth, I want to do something I enjoy doing and don’t want to continue working
any longer. I'll try to help you to be able to deal with foreign trade business independently
as soon as possible, in the hope that 1 leave here earlier. Besides, saplings will never grow up
under a big tree. 1 mean you will not go further with a hand of mine for a long time. A
good master is the one who ushers his apprentice to enter into the right stage, and let him
perform independently then. Six months is long enough to tell you how to do and do it
well and give you an overall training, how much you will have improved depends completely
on yourself.

Long: Thank you for your kind and helpful words which will certainly benefit me
much. Shall we begin preparing for foreign trade now!

White: (Looks at his watch) It’s 3 o’clock now. We will get off work in 2 hours.
Think of what 1 said twice, have a good rest, and let’s begin your first training next
M onday.

Task 1-6 Help Yourself

I . New words and phrases

apprenticeship n. “FHEE 6y, = HEW

apprentice n. “FHE,EHve. F

accommodating  adj. FEAIE, 5K F B A8, 5 38 Y

confine vz. PR, JRMRT A8, B 60 HH,EE

competent adj. 4 RESI M, BEREAL Y . B T 1, ARIRIN , BB, T/
dun . WHTE BELEH sad). TROREEG, BEAE (LI 5 ve. HETT

escort n. PR, AL, YA K v, Pk BERL R e B
grasp vt. $UE, 48 % M4, B

massive information ¥ & {5 B

outsource v, FHeeeees AN s vie A
trace n. JEIE, BRI ;ve. BER AR WL, B v B W, W BGE
coordinate (closely) with =~ eeeee (#Y) &1

draw up EF ST, HIT (R S8 (HROERS)

get a good grasp of FFifl

have a good grasp of W% T %, FGHL5E  E R

get down to  FFHAM, & Fab 2 IAHFE R

get down to our business business 7] 4§ — UJ 31 /38 55 , it Ak °T 3 A 0 FF 46 THE——
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keen market insight #4817 3% 17 88 11
stagnant debts and bad debts R K 5 IRk
take advantage of F|JH

to take advantage of sb. KA, 425, HEH

1. Useful expressions

Would you please briefly summarize the foreign trade transaction process? Would you
please 13K (i fa] Xf 7 L8 & S B .

I wonder if you could tell me something...1 wonder if J& 3K . ] [a] X§ 75 ¥ 8 & <
5578

I was wondering if you've made any plans for my work. 1 was wondering if 23K .if]
[ 77 oA B S, O HBERR .

So what? J§ X /& ARE? S If so what will... B i ff W F %

How about the other foreign trade business? How about... X X X 4ifif?

I'm at your disposal. & 522 W /R & HE .

Keep in mind that idf¥ .

I was keeping thinking if I'm qualified. To keep v. + ing — EH £+

The way I see it, it means common values, common norms to some degree. The way I see
it ERFR HERLACHE L FEZA, LEEE.

I'd like to point out that your exercises are based on our daily work. I'd like to point
out that A, UL, H T REFEMBEE ENF.

Before I forget it, may I ask you a question? Before I forget it /AR FIFEE, ZH—2
JLET .

Il. Posts related to foreign trade business

Foreign trade/purchase/sales clerk : #h %1 32 55 /% Wa /4 B B3 , % b 2h 320 W) o0 T80 40, o
AL XS . SR A5 BB E AR AP R B .

Order executing clerk : #h % B8 53 . /NEUAP 57 28 B L E 0 T 4 b 58 3 B i 6, £ 3%
Ak PR B 55 8 WRAE N 8 — DD Ah B 55 .

Foreign trade business clerk (FTBC) :Ah %Rk % 5, AT B -V EBFRR S W % . #
Bl b B2 R R RO — AR e 0 BTRT R A T A /NS A E BB B A ARk
Faeth Dol 55 BAK Gl H R — N TAER AL, AR SR 55 5 A AR RSN R E 5.

Documentation clerk: & 5 i 5. 51 8 4b 57 BUE 5 .

Shipping assistant #i2iZ 51 , Customs declaration clerk #% 3¢ i | Inspection declaration
clerk A 51 . — MR, Br KB Z b Sh A B H L 5 B A X =4 TAER 25, 4 k5 ¥
i1z A TTATA DA TAE, BRIRGE VIR VIR Ah , R E A ARG L Ab BRARAT L 5 (B
& FIE 328 UAT) SMEE A% .
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